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REVIEW  QUESTIONS 


Five-Minute 

Daily  Walk-Around  And  • 
Inside  Safety  Check 


OUTSIDE 


INSIDE  SAFETY  CHECK 


# Steering  Wheel 

# Directional  Signals 

# Horn  Button 

# Oil  Pressure  Gauge 

# Amaeter  (Generator/Altemator) 

# Water  Temperature  Gauge 

# Fuel  Gauge 

# Vacuum  or  Air  Pressure  Gauge 

# Defroster 

# Windshield 

Vehicles  should  be  checked  before 
being  placed  in  service,  or  following 
the  day's  run.  All  faulty  or  improp_ 
erly  functioning  equipment  should  be 


# Driver's  Seat  and  Seat  Belt 

# Mirrors 

# Windshield 

# Side  Glass 

# Fire  Extinguisher 

# First  Aid  Kit 

# Fuses  and  Emergency  Equipment 

# Emergency  Door 

# Clean  Vehicle 

# Interior  Lights 

reported,  in  writing,  to  proper  authoriti^P 
so  that  maintenance  personnel  are  notified 
promptly,  and  the  condition  can  be  repaired 
immediately,  if  necessary. 


# Windshield  Wipers 

# All  Warning  Lights 

# Brake  Pedal  and  Brake  Warning  Light 

# Clutch  Pedal  (Standard) 

# Gear  Shift  Lever 

# Parking  Brake 

# Headlights 

# Hazard  Warning  Flasher 

# Service  Door  Control 


MODULE  2 


MAINTENANCE 


INTRODUCTION 

Overall  safety  is  related  to  many  factors;  the  driver  of  the  vehicle,  the  driver  of  other 
vehicles,  road  and  weather  conditions  and  vehicle  condition.  Usually,  negative  effects  of 
the  other  factors  listed  can  be  overcome  if  the  vehicle  is  in  good  condition.  However, 
should  the  vehicle  itself  be  unsafe,  the  other  adverse  effects  become  magnified,  and  the 
chance  of  a collision  or  breakdown  is  greatly  increased.  There  are  other  reasons  for 
maintaining  a vehicle  in  good  condition  as  well.  The  expense  of  operation  is  greater  for  a 
vehicle  in  poor  mechanical  condition.  Vehicle  breakdowns  are  dangerous  and 
inconvenient  for  the  driver,  passengers  and  motoring  public.  A vehicle  which  is  out  of 
service  causes  hardships  for  operators  and  patrons  alike.  Since  the  type  of  vehicle  used 
for  transporting  the  disabled  is  a specialized  unit,  it  is  difficult  to  obtain  a suitable 
replacement  for  out-of-service  vehicles. 

Constant  operation  can  lead  to  frequent  malfunctions.  Small  mechanical  problems 
deteriorate  rapidly  if  they  do  not  receive  attention  as  soon  as  they  are  detected.  As  you 
can  see,  "preventive"  maintenance  is  extremely  important,  and  inspections  by  you,  the 
driver,  should  be  done  on  an  ongoing  basis. 


SUGGESTED  DAILY  INSPECTION  FORM 
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Pre-Trip  Inspection 

Before  moving  the  vehicle  at  the  beginning  of  a shift  a pre-trip  inspection  should  be 
performed.  It  takes  only  5-10  minutes  and  will  save  time  and  money  in  the  long  run.  It  is 
important  that  the  same  inspection  procedure  be  used  each  day,  and  that  problems  be 
recorded.  A sample  pre-trip  checklist  is  provided  for  this  purpose. 

The  daily  pre-trip  inspection  can  be  thought  of  as  having  three  basic  parts: 

1.  The  Walk  Around 

under  the  hood 
exterior  cheek 

2.  Interior  Inspection  and  Engine  Start-up 

general  condition  of  the  interior 
check  gauges  with  engine  running 
switch  and  light  check  (interior) 

3.  Outside  light  and  signal  check 

1.  The  Walk  Around 
Under  the  hood: 

before  boarding  the  vehicle,  take  a quick  overview  beginning  with  an 
under-the-hood  check.  Open  up  the  engine  compartment  and  check  the 
following: 

oil  level:  should  be  above  the  line  on  the  dipstick  which  indicates 

’’add",  but  not  over  the  line  indicating  "full” 

level  of  coolant  in  the  radiator:  should  be  to  the  mark  on  the 

radiator  tank.  If  no  mark,  2.5  cm  from  the  filler  neck  is  okay 

ensure  windshield  washer  fluid  container  is  full 

fan  belt:  not  frayed  or  badly  worn;  should  have  1.5  cm  or  less 

slack  when  depressed 

hoses:  no  cracks  or  tears;  all  connections  secure 
wire  connections:  appear  tight  and  secure 
battery:  no  corrosion  eiround  the  battery  terminals 
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general  appearance:  no  grease,  oil  spills  or  signs  of  coolant  which 
would  indicate  leakage 
Exterior  Check: 

This  inspection  should  include: 

Windows,  windshield,  mirrors:  all  glass  should  be  clean  and  undamaged.  It  is 
essential  that  the  driver’s  view  is  not  impaired.  In  inclement  weather,  be  sure 
all  road  film,  snow  and  ice  are  removed.  In  sunny  weather  or  at  night,  dirt  or 
film  on  the  windshield  can  cause  dangerous  glare.  Mirrors  should  be  clean, 
undamaged  and  tightly  secured. 

Tires:  check  tires  to  ensure  that  they  are  not  underinflated,  flat,  worn 

excessively  or  damaged.  Poor  tires  are  very  dangerous;  under  inflated  tires 
lead  to  early  tire  failure  and  increase  fuel  consumption. 

Wheels:  look  for  loose  or  missing  wheel  nuts,  cracks  or  damage.  Don’t  drive 
with  a damaged  wheel  or  loose  wheel  nuts. 

Under  the  vehicle:  view  carefuUy  the  ground  beneath  the  vehicle  and  the  inner 
walls  of  the  wheels  for  indications  of  fluid  leaks  which  could  point  to  potential 
problems.  If  a leak  is  spotted,  the  fleet  supervisor  or  mechanic  should  be 
notified  promptly. 

Exhaust  system:  while  checking  under  the  vehicle,  look  carefully  for  sagging 
exhaust  pipes,  tail  pipes  and  mufflers.  With  any  sign  of  trouble,  wait  until  the 
vehicle  is  started  and  look  for  visible  exhaust  and  listen  for  excessive  noise.  A 
cloth  held  over  the  tail  pipe  end  wiU  make  leaks  in  the  system  visible,  and 
these  should  be  reported  immediately  because  of  the  danger  of  carbon 
monoxide  poisoning. 

General  outside  appearance:  check  for  general  cleanliness.  Be  sure  that  lights 
are  clean  and  that  the  licence  plates  and  other  markings  are  plainly  visible. 
Check  and  note  all  body  damage  and  be  sure  to  report  any  new  damage. 
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2.  Interior  Inspection  and  Engine  3tart-up; 

Your  first  task  on  boarding  the  vehicle  every  morning  is  a quick  overviev^  to 
make  sure  everything  - emergency  doors,  floor  and  driver’s  area,  emergency 
equipinent  - is  in  order.  This  is  easily  done  and  should  not  be  omitted.  Start 
the  motor  and  see  how  things  are  operating.  All  gauges  must  be  functioning 
and  giving  "normal”  readings  or  you  shouldn’t  operate  the  vehicle. 

Oil  pressure  warning  light:  this  light  tnay  go  "on"  as  the  vehicle  is  being 

started,  but  should  go  "off"  shortly  after  the  engine  starts.  If  it  does  not,  turn 
off  the  engine  and  report  it  immediately. 

Alternator /generator  warning  light;  if  this  light  remains  "on"  after  the  engine 
is  running,  it  indicates  a malfunction  in  the  charging  system.  Do  not  operate 
the  vehicle.  Report  at  once. 

Check  to  determine  whether  the  switches  and  indicators  for  each  of  the 
following  are  functioning  properly: 
directional  turn  signals 
vehicle  hazard  warning  indicator 
running  lights 
head  lights 

Water  temperature  gauge/warning  light:  these  instruments  show  the 

temperature  of  coolant  in  the  engine.  If  your  vehicle  has  a gauge,  the 
indicator  should  read  "cool"  or  "warm".  When  it  indicates  "hot",  the  engine 
should  be  stopped  immediately  and  the  problem  reported.  The  same  action 
should  be  taken  if  the  temperature  warning  light  goes  "on". 

Fuel  gauge:  it  should  indicate  a safe  margin  of  fuel  for  the  day’s  operation 
(never  less  than  1/4  full). 
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Also  ensure  that  the  following  are  operational: 
interior  compartment  lights 
windshield  wipers 
horn 

heater/defroster 

rear  view  and  side  view  mirrors 

driver  seat  belts 

passenger  seat  belts  (where  available) 

wheel  chair  tie  downs  and  related  equipment 

lift  components  i.e.  wheel  chair  "lip  stop"  or  safety  plates 

side  or  rear  doors 

two-way  radio 

NOTE;  In  periods  of  extreme  cold  as  well  as  heat,  there  are  conditions  which  cause 
rubber  seals  in  emergency  hatches,  doors  and  windows  to  freeze  or  weld  together. 
This  is  particularily  true  in  winter  when  inside  temperatures  can  cause  moisture 
buildup  on  seals  which  can  then  freeze  solid.  Our  recommendation  is  that  these 
exits  be  activated  and  siliconed  daily  in  winter. 

3.  Outside  Check 

-You  are  just  about  ready  to  go.  With  the  engine  running,  check  outside  to  ensure 
that  the  following  are  fully  operational; 
turn  signals 

vehicle  hazard  warning  lamps 
head  lights  (high  and  low  beam) 
stop  lights/tail  lights 

Also  take  a minute  to  check  the  ramp  or  lift  system. 

- Lift: 

ensure  that  it  functions  smoothly  and  properly  both  up  and  down 
A malfunction  can  cause  injury  and  delay 
check  cables  for  damage 
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- Ramp: 

ensure  that  moving  parts  are  secure  and  the  ramp  is  sturdy 
ensure  that  it  is  stored  securely  and  can  be  put  in  use  with  a 
minimum  of  effort 

Finally  before  moving  off,  ensure  that  any  abnormalities  are  logged,  and  the  proper 
person  notified  so  that  repairs  can  be  made. 

"On  the  Road"  Checking  Procedures 

A planned  road  check  enroute  to  your  first  pick-up  will  give  you  a chance  to  evaluate  the 
steering,  suspension,  clutch,  transmission  and  other  components.  You  can  also  determine 
whether  the  engine  performs  properly  under  load  ...  and  if  the  brakes  and  steering  system 
provide  you  with  adequate  control  for  the  road  conditions.  The  following  is  a suggested 
procedure  for  road  checking  the  vehicle  and  a list  of  the  signs  of  trouble  you  should  be 
alert  to.  It  can  be  accomplished  on  the  way  to  pick  up  your  first  passengers. 

1.  Test  the  parking  brake  lever; 

Slowly  attempt  to  move  the  vehicle  forward  while  the  parking  brake  is  "on"  fully.  If  it 
moves  easily,  the  parking  brake  is  not  holding  properly  and  should  be  repaired. 
ALWAYS  release  the  parking  brake  before  starting  out.  Driving  with  the  parking  brake 
"on"  is  the  most  frequent  cause  of  parking  brake  failure. 

2.  Check  transmission  operation; 

With  the  automatic  transmission  engaged  in  either  forward  or  reverse  position,  the 
vehicle  should  start  out  smoothly  in  response  to  depressing  the  accelerator  pedal,  and 
the  transmission  should  not  produce  any  unusual  metallic  noises.  An  automatic 
transmission  should  not  "slip",  and  a manual  transmission  should  allow  for  easy  and 
smooth  gear  changes  throughout  the  entire  shifting  range.  You  may  not  be  aware  of 
"slippage",  but  be  sure  to  report  shifting  difficulty  to  your  maintenance  supervisor. 


7 


3.  Check  the  clutch  (standard  tramsmissions): 

The  clutch  should  engage  easily  and  smoothly  without  jerking,  slipping  excessively  or 
’’chattering”.  A properly  adjusted  clutch  should  have  some  "free  play"  (3  1/2  cm)  when 
the  pedal  is  fully  released.  (Report  any  unusual  clutch  pedal  operation  to  your 
maintenance  supervisor).  Never  "ride"  the  clutch  pedal.  Once  the  shift  has  been  made, 
the  foot  should  be  removed  from  the  clutch  pedal.  While  changing  gears,  an 
experienced  driver  will  carefully  control  the  speed  of  his  engine  so  that  the  shift  can 
be  completed  without  jerking  or  excessive  clutch  slippage.  Erratic  or  careless  shifting 
of  gears  wears  out  the  clutch  and  reduces  its  service  life. 

4.  Check  the  brakes 

Don’t  wait  until  you  are  out  on  the  highway  to  check  the  brakes.  Test  them  at  low 
speeds  - bring  the  vehicle  to  a complete  stop.  Your  vehicle  should  stop  in  a "straight 
line"  ...  without  skidding,  swerving,  or  pulling  to  one  side.  The  brakes  should  not  grab, 
lock  or  make  excessive  noise.  Report  any  excessive  pedal  pressure  or  abnormal  or 
unusual  braking  behaviour.  If  the  condition  prevents  safe  braking,  do  not  operate  the 
vehicle  until  the  condition  has  been  repaired. 

5.  Check  the  engine 

Be  alert  to  any  unusual  engine  noises,  vibrations  or  lack  of  normal  response.  Be  sure  to 
report  any  unusual  engine  behaviour  to  the  maintenance  team.  Never  race  a cold 
engine.  Instead,  increase  speed  slowly  so  that  all  parts  may  be  properly  lubricated. 
Never  exceed  the  maximum  R.P.M.  (revolution  per  minute)  recommended  by  the 
manufacturer. 

6.  Check  the  steering 

Is  it  responsive?  Does  there  appear  to  be  too  much  "play"  or  "jerking"  in  the  steering 
system?  Is  the  power  steering  quiet?  Does  the  vehicle  steer  easily?  Does  it  go 
precisely  where  you  steer  it?  Is  steering  steady  in  turns  and  when  going  over  bumps? 
Report  any  unusual  or  substandard  steering  conditions. 

7.  Check  the  suspension 

Does  the  end  of  the  vehicle  "sag"?  Is  there  excessive  "bounce"  or  does  the  vehicle 
"bottom"  when  going  over  bumps  or  pot  holes?  Does  it  "weave"  or  "sway"  excessively 
when  turning  corners  or  curves?  It  may  be  due  to  broken  springs  or  faulty  shock 
absorbers.  Report  any  unusual  ride  or  handling  characteristics. 
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The  alert  driver  is  always  aware  of  the  condition  of  his  vehicle  and  quickly  recognizes 
unusual  noises  or  abnormal  handling  characteristics. 

Not  aU  drivers  have  (or  will  ever  have)  the  ability  to  spot  every  problem,  however,  the 
best  drivers  make  a thorough  stationary  and  operating  inspection  of  their  vehicle  every 
day,  knowing  that  its  condition  can  change  as  the  day  progresses. 

To  them,  "inspection"  becomes  an  integral  part  of  "driving",  and  they  are  always  alert  to 
any  warning  signal  which  tells  them  something  is  wrong.  This  continued  alertness 
permits  them  to  spot  trouble  and  act  accordingly  before  that  trouble  causes  serious 
damage  - or  contributes  to  a breakdown  or  collision.  Minor  problems  should  be  corrected 
before  they  develop  into  major  ones;  serious  problems,  particularly  those  related  to 
safety,  must  be  corrected  before  the  vehicle  is  used. 
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Daily  and  Weekly  Maintenance  Tasks 
Introduction 


Because  of  continuous  use,  it  is  understandable  that  your  vehicle  a ill  suffer  a great  deal 
of  wear  and  tear.  Consequently,  in  addition  to  conducting  pre-trip  inspections  and 
operating  eliecks,  a good  overall  maintenance  program  must  include  the  performance  of 
daily  and  weekly  maintenance  and  cleaning  tasks  by  the  driver. 

There  are  several  important  reasons  why  it  is  important  to  keep  your  vehicle  in  clean, 
sanitary  condition  including: 

- to  safeguard  the  health  of  passengers,  many  of  whom  are  vulnerable  to  dust  and  germs. 

- to  reduce  the  possibility  of  injury  to  passengers  that  might  be  caused  by  falling  over 
misplaced  objects  or  slipping  on  the  floor. 

- to  induce  a better  attitude  among  riders.  If  the  driver  takes  pride  in  keeping  his 
vehicle  clean,  the  patrons  are  in  ore  likely  to  respond  in  the  sane  manner. 

- to  give  the  general  public  a favourable  image  of  the  transportation  system.  The 
vehicle  is  about  the  only  visual  contact  many  people  have  with  the  organization.  If 
they  see  a clean,  well  maintained  unit,  it  will  give  them  a favourable  impression  of  the 
organization  as  a whole.  A dirty,  poorly  maintained  vehicle  will  have  just  the  opposite 
effect. 

- to  prolong  the  life  of  the  unit. 

- to  reflect  the  pride  you  have  in  your  job. 

Check  with  your  supervisor  for  details  on  policy  and  practices  followed  by  your  agency. 
The  following  routine  is  suggested  for  post-trip  maintenance  and  weekly  maintenance 
tasks. 

Post-trip  Maintenance  Tasks 

After  you  have  completed  your  daily  shift,  even  though  you  are  probably  tired,  there  are 
a few  things  you  should  attend  to  that  will  ensure  the  vehicle  is  maintained  in  clean, 
sanitary  and  operational  condition.  Also,  in  cases  where  another  driver  takes  over,  it 
makes  the  job  much  easier  for  the  next  operator. 
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1.  Check  the  inside  of  the  vehicle  for  mislaid  articles,  etc. 

2.  Sweep  the  floor  of  the  vehicle,  being  especially  careful  to  sweep  water  on  the  floor 

outside  in  the  winter  time  to  prevent  freezing 

3.  Sweep  off  the  steps 

4.  Check  the  seats  and  sides  of  the  vehicle  for  damage 

5.  Fill  the  gas  tank  to  prepare  the  unit  for  the  next  shift  of  operation.  Do  not  overfill 
the  tank.  Fuel  expands  when  warmed  up  and  could  overflow  creating  a potentially 
dangerous  situation.  NEVER  fill  the  gas  tank  with  passengers  aboard. 

And  that  completes  the  requirements  for  daily  maintenance  and  inspection  by  a driver. 
The  performance  of  these  tasks  every  day  is  of  fundamental  importance  to  the 
maintenance  of  the  fleet  and  the  safety  of  all  passengers.  This  cannot  be  overly 
stressed. 

Weekly  Maintenance  Tasks 

There  are  several  cleaning  and  maintenance  tasks  which  are  required  but  it  is  not 
practical  or  effective  to  do  them  daily.  And  while  you  may  be  able  to  put  off  doing  some 
of  them  for  quite  a while,  it  is  strongly  recommended  that  they  be  performed  on  a 
weekly  basis. 

The  basic  requirements  of  weekly  cleaning  and  maintenance  are: 

1.  Wash  the  floor  using  a disinfectant  and  mop 

2.  Scrub  all  parts  of  the  seats  with  soap  and  warm  water 

3.  Wash  windows  and  sills 

4.  Check  operation  of  windows 

5.  Remove  and  clean  interior  lights 

6.  Wipe  off  all  interior  surfaces  not  otherwise  cleaned 

7.  Check  condition  of  first  aid  kit,  fire  extinguisher  and  emergency  flares  or  reflectors 

8.  Repair  minor  damage  to  the  interior  of  the  vehicle 

9.  Clean  aU  exterior  lights  and  mirrors 

10.  Clean  licence  plates 

11.  Check  tire  pressure  with  a tire  gauge  and  keep  the  tire  inflated  at  the  recommended 
pressure,  (see  owner’s  manual) 
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We  trust  that  by  now  you  recognize  the  importance  of  regular  maintenance.  As  you 
become  familiar  with  the  steps  and  procedure,  you  will  find  that  it  requires  very  little 
time  and  in  fact  will  save  time  and  expense  in  the  long  run. 


12 


Review  Questions 

ivlodiile  2 


1.  vVhat  are  the  three  basic  parts  of  the  daily  pre-trip  inspection? 


1. 


2. 


3. 


2.  What  six  areas  should  be  checked  under  the  hood  in  your  pre-trip  inspection? 


1. 


2. 


3. 


4. 


5. 

6. 


3.  How  would  you  check  the  parking  brake? 


4.  What  is  important  to  remember  about  refueling  your  vehicle? 
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5.  Why  is  it  important  to  maintain  a clean  vehicle? 


6.  What  is  your  company’s  procedure  for  dealing  A^ith  maintenance  problems  discovered 
by  the  driver? 

Answer;  Discuss  with  your  supervisor. 


This  material  was  prepared  by  Alberta  Transportation  for  use  by  drivers  who  are  involved 
in  the  transportation  of  the  disabled. 

For  additional  information  contact:  Alberta  Transportation 

Twin  Atria  Building 

4999  - 98  Avenue 

Edmonton,  Alberta 

T6B  2X3  427-7914 


Private  citizens  can  place  long  distance  calls  free  of  charge  - Dial  0 and  ask  the  A.G.T. 
Operator  for  Zenith  2-2333.  This  will  connect  you  to  the  closest  R.I.T.E.  Centre. 


